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OFFICE OF THE SECRETARY STATE
APPLICATION FOR RECORDS RETENTION SCHEDULE |/ 20rics oL Tt St AS 80 SieTonv
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM ‘! for instructions on compileting this form. Forward slgned original to

Department of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta, Georgia, 30334,
Attention Scheduling Section. :
[ FOR AGENCY USE _1 1. Agency Address ; FOR RECORDS MANAGEMENT USE
Application Date | - Department of Natural Resources Apphcatton Number
, 270 Washington Street, ... L‘- A
Application Number o ] Room 807 ' Date Recewed Date Completed
Atlanta GA 30334 FE 8 —_— . ‘
- _ S __ |T:8 31983 |FEB 28 1983
2. ‘Person to Contact Working Title Telephone Number
Norma Jean Routh Admlnlstrative Service Manager I 656-2795
3. Action Requested o : B T o ) o
a. -&) Establish Retention Schedule; fecord wiil continue to accumulate.
b. [3 Dispose of present accumulation; no further accumulation anticipated.
c. B Amend Application No. Z4=4 _. .. ____ _ Check One: XX Change; [ Supercede; O Void
4, Dates of Senes 5. Records Series Title (followed by title used in office, if different)
Earliest atest
cser\'l' L o . ) . .
1977 Director of Administrative Services Subject File
6. Division and Office Fuhctlon What is the function of the Division and the Office in which this record series is created?
13
‘Thect;r'diseries-[-)";scription “This file oontams the following documents (:;;‘;'ude form numbers and titles, if any): i
Attach samples of the file.
Documents relating to:
Included are:
File is arranged:
| 8 Monthly Reference Rate How often are records referred to which are:
/Z‘/ Onetosix monthsold _________ __; Seven to twelve monthsold ______; Thirteen to twenty-four monthsold ___ _;
"~ _twenty-five monthsandolder ______? o ) s
9, ’/Annual Rate of Accumulation of Records . v
etler-size drawers e s Legal- size drawers ;Shelves ___ __:Other (specn‘y) _
£y Z*f_tu:’fa‘f /QeJeﬂf A 1o — el ive™

AR—-B50—71;, Rev.76 {Over)
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YES | NO | 10. Questionnaire {_Ptace an X" in the proper column)

a. Is this the official copy of the series?
If not, where is it?

b. Does the series contain oEmf:dentlaI mformatlon requiring secunty handhng? If yes, cite law or regulatlon

. \&f'

1

¥

c. Is thls a vital record’ B ‘

d. Does this series have historical or Iong term research value7 ’:

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
documents be scheduled separately? '

| £._Is the information contained.in this series ever published? |f ves, attach copy,

-2 ¢ - ) . . . e : ; ] '
g’(ls the information contained in this series ever analyzed and/or recorded in a summarized report? s

_ If ves, attach copy, —_ R . R S

‘ . Is there a duplication of this series in vour office, or in another office or agency?

| tf ves, where? o o .
1 i._Is this series for. a_majgcmrﬂgnpf LtLLgularly_mLo_ﬂmedZ OO
| I._ ] j. Doesthe record series result in a computer printout? =
1. Retentlon Requirements 4’. The following requires the series to be kept: _ : T

—— —- — —

a. State Law years. ' d. Audit period 2 years,
b. Statute of limitation : years. - e. Administrative need - - ___years.
c. Federal law years. ¥. Federal retention instructions e .__Wears.

Attach copy or excert of laws or regulations, Explain administrative need. i
Needed for reference to substantiate policy decisions

12. Appre_)ied Disposition Instructions This agencv recommends that the file series be cut off at the end of each:
R Calendar Year: O3 Fiscal Year; (O Other then,

Ok Hold in the current filesarea _______month(s) 2 _____vear(s); then
O Transfer to local holding area; hold .. ___vyear(s); then

B Transfer to State Records Center; hold ____ 10 _vyear(s}); then

& Destroy.

] Transfer to State Archives for permanent retention.

[J Other fSpecify)

These instructions apply to all prior and future accumulations of the series.

Date Records Management i)fﬁéer (Signature) Date

wlﬁ?&l@ N araveon - R5-93

State Records Committee (Signature) " Date

’ Recommendations in para- -
| araph 12 are approved. State Auditor/Designee
{If disapproved, attach letter o
| of explanation.) ‘*Segr__e_tary_of State/Designee

Attorney General/Designee

AR-50—71;, Rev. 76
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Series Tntle BiKQLiQLDp s_b:cA

RECORDS RETENTION SCHEDULE
!’ APPLICATION EVALUATION CHECKLIST =

A\
Q:!I‘_O_"ngV“U\C.Q—S e Agency me QQSOU-VULS
: Schedule No.; Z4-U4 - A _

Date Approved:

Sulect Fle

" The attached apphcatlon is being returned to vou for further consideration, in accordance with the comments
outlined below. Please let us know if we may be of any assistance to you in c0mp|et|ng this applucatlon

Yes No

g &8 & E\‘ % B og o0 m\

0o o o o

(W

0o o

0

o

~J -

+

. All items completed (m accordance wnh established policies and procedures)

. Compared with previous schedules for same organiiational unit
. Legal references cited, when apphcable
. Federal retention requirements cited, when appllcable

. Administrative reference requnrements/reference rate analyzed in terms of proposed retentian

requirements

. Disposition provided for all copies (of series) covered by application including microfilm, com-

puter printouts, etc.

. Agency approval signatures

. Is implementation of schedule feasuble’

. Estimated record volumes identified? See Pre\uous sd\e&,‘_qe,ZJ il 7/& @ﬁ/
Comments: oy pmonm_Svithh, Go p_‘ex:umgv&al Qa:ov-cbs Rmhoeg_,___

M&ﬁ_ha:rq__tzijnn;&g_._pgt»m-

Eunluekon o0 presont shipmendt does net shotd records
o fave "\t&\’bv@ol Nalve.

‘, Evaluation completed/corrected by: .. Date: e Ny %,3_.__ —— .
State Records Center review by: - i Date: £ 2 —e-

SRC Comments:




sl Gl L L. L

Georgia Lepartment of Archives and History
Name of . .
Rqency: Natural Resources, Dept,..of
Series ' T ' ‘
title; Director of Administrative Svs. Sub. Files L _
Inelustve ‘ f Tuvte feet ennual S
dates: 1977 to Date . ° ; qectenlation:  og L
Agency’s
reccrrmended
retention:

P O S P TS

" Cut off at end of calendar year, hold in current fiieq‘z jeéfs, transfer :
to State Records Center, hold 10 years then destroy.

Name of - o ; . '
arpraiser: - ;&évmb.NhJ z{?éi{fizzcﬂ Date: L-J2-F:
Appraisal crecklist. A yes answer indicates the series may have archival value. For each
yes answer state (a) in what way and (b) to what extent the answer is yes.

- - . Evidential values:
[ ][]} 1. Does the series authorize the conduct of the agency or one of its major programs?
[ 1 {])] 2. Does the series prescribe the policies, regulations or procedures followed by the
agency or one of its pajor programs?
{1 [}] 3. Does the series Ceflect the degree of achievement of the goals of the agency or
one of its rajor programs? _ ‘
[ 1 (] 4. Does the series reflect the decision-making process that sets the direccion of
the agency or one of lts major programs? .
) 5. Does the series document the activities of an important agency official?
)} 6. Does the series document a signiffcant agency event or project?
Informaticral values:
] 7. Does the series give significant information about social, economic, political or
other forces affecting a significant segment of the citizens?
j 8. Does the series document the nature and extent of a problem area faced by the
citizens or show steps taken to arrive at solutions?
] 9. Does the series throv significant light on a trend or movement in the State?
]10. Does the series give significant information about citizens who have had an im-
pact on the State's history?
[[1L1., Does the series document a significant event?
( 1 [}J12. Does the series contain the type information sought by Archives patrons?

Ceneral questtong: :inswer only tLf ther2 {3 a yes ancuer above.

[ ]  ]13. 1s this series the best avallable source for this informatioa?
[ 1 [ J14. Is the information contemporary and authoritative?
Appraiser's ccrment wnd recormardation, (lse reverse side if needed.)

o bt e i gt g e Bt
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STATE . OFFICE OF BRCARTARY OF STATE X—/
oF Application for DEPARTKERT OF ARCNIVES & RIBTORY , PAGE
GEORGIA RECORDS DISPOSITION STANDARD  ucons samscanenr prviszos 1

71 . ¥reitcation bate TRSTRUCITONS See separate instractions for complation of |} FOR RECORDS MANAGEMENT DIVISION USE'
) IJ‘/&K/?J H,mn and "'"‘_"" of thin"forn‘. Sign original and two copies Date Recelved Appl‘l'cutiun ¥ " Late Completed
O, Agency Avpl!uOlAaSn ni‘ Iand forvard to ﬂfPCI‘tnl:ﬂ of Archives and History, Attention:f JAN -~ 3 1974 74 - “‘ JAN -8 1074
- Records Management Offiger. oL . R . - _ _ —
L Aorncy, Tivisten, Fubdivision b Adminietering Office Address R N _Person to Contsct ]
Department of Natural Resources _ g N
Office of Administrative Services, Room 717 Jim Pittman
270 Washington Street, S.W. T AT o
* Atlanta, Georgia 30334 B . ‘
. D ! I ‘ i er 656-2795
TaﬂfllﬁN REQUESTED - ' ' '
1 ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATICN ANTICIPATED.
.Earliest & Latest |9.Exact Series Title
Dates of Series
1972 - date | DIRECTOR OF ADMINISTRATIVE SERVICES SUBJECT FILE -
0. "What is the function of the office in which this record serles is ecreated?
The Office of Administrative Services prov1des centrallzed administrative
services for the Department in thé areas of accounting, personnel, and gen-
eral services which includes budgeting, purchasing, property control, records
management, and general office services.
- [1.This file contains the following documents (1nc1ude form numbers and tltles, if any, )
and file arrangement) : é
o 1
Documents relatlng to: the funtlonal areas of the folce of Admlnlstratlve
Services which includes accounting, personnel and general services.
Included are: correspondence,memoranda, reports, ‘news releases, and related
documents necessary to establish policy and procedure for the lelSlon.
File 1srarranged alphabetlcally by subject
ATTACH SAMPLES OF THE FILE -
ﬁ. - BQUYPHERT NCCUPTIL ¥o. of Dravers Cu, Pt. of iecordj Wo. uf» Dravera 5 Cu.. re. ._:f_‘!_t:or'!l
) ANNUAL BATE OF ACCUMULATION .
Letter-size File Dravers ! - B
) - 1 legal ,
Legal-size Fiie Dravers R Fioor Space Onc‘u.pl-d (s-quu‘e- .700;-) il Ofﬂc!fo) V' o Storage areeln)
4 s S - . :
- - o
= - . E - This Last Precedingfall Prior
*_. - !Q_ir,'. Year's Year's Years'
e i . ‘.’IV‘ERAC‘E.’DA-!LY IEFEREHCES 3 : 0 0 : 0 |
Torm: A;-so-ﬁ : "~




_ . - PAGE 2
QUESfIONNAIRE Pllc:-:: g 1; the prope::coll-nn. ¢ .;::1-' 1- "YES," please explaln i ) _H:_YES - _N-O—.
13. Is this the Record C?py of the series? ‘ . kxd I ]‘V'
14. Is there a duplication of this series in another office or agency? . i k)d [ 1
(memorandums, correspondence, etc. in appropriate sending or receiving office) ‘
15. Is the information contained in this series ever Summarized or published? [ 1 £
Attach copy of summary or publication. - :
16. Does the series contain classified information requiring security handllng" [ 1 %xi
17. Does the series initiate, amend or terminate agency policies and procedures? [ 1 %kx-
18. Could the function be performed if the files were lost or destroyed? kx "[' 1 |
19. Is the series (or major portion of it} regularly microfilmed? If yes, why? [ 17%x)
20. Does the record seri!fs provide data as input to an EDP file? [ 1 %x]
2l. Does thg _I:_e_cprd series conta:m documentation produced as EDP printout? ] kx|
22. Has the Federal Government issued 1nstruct10ns gove;rnlng the retentlon/dlspo— 071 xx]
sition of these files? '
' o C (see below) o
23. Wlll there be a need for these records 10 15 years from now? If yes, what? ¥ 1
2h. REQUIREMENTS. The following requires the files to be keptpermanently.

a.[]STATE b.[]STATUTE OF «c.[]AUDIT  4.[]FEDERAL - e.[]ADMINISTRATIVE f.KJHISTORICAL
LAW LIMITATION PERIOD LAW DECISION VALUE

(Cite Law, Statute, or other reason for the retention requirement)

25. AGENCY RECOMMENDATIONS. This agenc{rrre-corhmends that the file series be cut Ooff at the end

of each -XXCALENDAR YEAR -[]FISCAL YEAR -[]OTHER , . ,then:
[X] Hold in the current files area_'  month(s)/__ 2 year(s):
[ ] Transfer to | ] Sta.te Records Center Center [ ] Local Holdlng Area; hold year( ):
[ ] Destroy.
[X] Transfer to State Archives for permanent retention.
[ ] Destroy 1mmed1ately after cut-off.
R Other (Spe01fy) T T T T T T e e

This record series gives substantive 1nformat10n about the deve]opment programs ,
functions, policies, goals, methods of operation, organization, and leadership of
the Office of Administrative Services and the entire Department of Natural Resources.

(Indicate briefly ratiomale for recommendations above/or write additional remarks):

[ . ,
Records ent icer (Signature)
[ mm /9\709/73 OTHER REQUIRED SIGNATURES | DATE
26. Reg@fmendations|dgency Head/Designee —~ m -
in“paragraph 2501 Approved D1sapproved ] q ’”’L/f?’ b-’
are: ate Auditor/Designee N \ \ _
- L/]’Apprcwed (1 D1sapproved I\ N AR R 15
STATE RECORDS]_QSec f State/Degignee
COMMITTEE [ Ap ed [ %/Disapproved i W& /QZ;t/S‘\ 1 -_'_‘_'/‘74'
Attorficy General/Designee -
b el hes] oy



